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Chapter 30 ELECTRONIC
DOCUMENT
MANAGEMENT/ELECTRONIC FILE
ROOM (EDM/EFR)

30-1 INTRODUCTION

Electronic Document Management/Electronic File Room (EDM/EFR) is a web-based
electronic filing system used by DFAS to provide access to receiving reports, vendor
invoices, payment vouchers and other contract documents received via fax, manual scan,
WAWEF and other automated systems. Access to this DFAS system is available to
contracting personnel and provides a valuable tool for your use during contract
administration and closeout. The EDM/EFR website is enabled for use of client
certificates and users are highly encouraged to use their CAC Card for ease of access.
Complete instructions are available on the EFR website, this document is only intended
to be a brief introductory guide for contracting personnel.

30-2GETTING STARTED

A link is available from the Electronic Document Access (EDA) web site for new or
existing EDA users. Display of this link is based on your EDA profile (for additional
information on EDA, See the EDA section).
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Eiectronic Document Access (EDA)

been located in separate geographical regions. Each site currently provides two methods for accessing EDA.
See the EDA User's Guide for instructions on accessing the EDA application
The following hypertest links will take you to these application servers

DECC-Ogden Index Server (with DeD) Approved Ceriificate
DECC-Ogden Index Server (with usemamelpassword,
DECC-Celumbus Index Server (with DoD Approved Certificate
DECC-Columbus Index Server (with assword)

Reload

Page Forgot your username password?

recuest an account,

Release Notes & Known Issues
provide them with enongh information to duplicate the problem you are experiencing

Support
Application support for the EDA applhcation is handled by Ogden Customer Application Support Center.

POC for your site.

Tuwo Web sites have been configured to support the production requirements of the EDA application. To provide fault tolerance, they have

WON-REGISTERED USERS: If you do not have an EDA account and are authorized to access government documents, click here to

See the Motes of nterest page for a summary of changes and known issues related to Release 6.1.6. Report any problems you expesience
with Release 6.1.6. to the Ogden Customer Application Suppert Center. Please tell the Help Desk that you are using the new release, and

I£ you have a password problem with EDA (e.g,, forgot your password or need a password seset), click here or contact your Electronic
Business Point of Contact (EB POCY), Fyou don't know your EB POC, please call the number below and we will help you locate an EB
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Select one of the following search options
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EDM/EFR Documents
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If you need with EDA, click here for more
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For Existing EDA users — your EDA profile can be changed to request EFR access by

contacting your MAJCOM/DRU EDA Administrator.

For new EDA users — you can register on the EDA web page and request access to

EDM/EFR at the same time.

Once your EFR registration has been validated and approved an EDM administrator, you
will receive one or more email messages with specific account and access information.
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30-3EDM/EFR HOME PAGE

Upon navigation to the EFR home page, you will notice a menu on the left margin of the
page. This menu contains items which may contain one or more sub menus as described
below.
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Electronic Document Management

Menu

Select EDM System
Contract Pay North
Contract Pay South
Contract Pay West|
Vendor Pay Columbus|
Vendor Pay Charleston
Vendor Pay Indianapolis
Vendor Pay Omaha
Contract Pay UAT|

Welcome to EFR!

Vendor Pay UAT]|
Contract Pay Training
Vendor Pay Training

Infermation

EFR Help
DFAS Home Page b

Request Access - MS Word

Request Access - PDF

IEEN s

30-3.1 Select EDM System: The System Selection Menu contains
links to all of the possible EDM systems. Each DFAS site has
its own EDM system containing documents for multiple
Operating Locations. For example, documents for the Dayton
OPLOC are accessed through the ‘Vendor Pay Columbus’
EDM system. By selecting one of these links, the browser will
be directed to the logon page for that particular system.

30-3.2 Information: This sub menu contains links to the DFAS home
page, EFR help page, and alternate methods to request
access.
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30-4 LOGON

Once you select an EDM system, the logon page is presented. A valid EDM ID and

password for the EDM system listed in the upper left corner of this page is required to
logon.

If accessing the system for the first time and you are using your CAC Card to supply a
client certificate, you are presented with the Logon screen shown below. Upon entering
the EDM ID and password of your EDM user account, your client certificate is linked to
this account and your CAC Card will be needed for all future access to EFR.

ZJ EFR Application Page - Microsoft Internet Explorer
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Contract Pay North Electronic Document Management
home logon help

Menu
Logon

+ User Freferences

+ Document Search First time

access Enter OV ]

EDM ID and
e . I

+ Fax Research e Password:

+ Administration client

) L
certificate.

+ Case Search

[ [ & Cocalintranet Y
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30-5SITE NAVIGATION MENU

The site navigation menu allows you to select which function of the EFR you wish to
access. Click anywhere in the box of a specific menu item to go to that function. Note:
you may not have access to specific functions and these items will be disabled. (I.E.

Case Search below is not enabled).

Columbus Vendor Pay

Welcome to EFR: JOHN BARRETT
Menu
+ User Preferences
+ Document Search
+ Case Search
+ Fax Research
+ Administration

Electronic Document Management

home logout help
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30-6 USER PREFERENCES

This menu item allows you to choose which fields will be displayed as a result of a
search request. Contracting personnel only need to set preferences for document display
fields as this is the type of search that will normally be performed.

30-6.1 Document Display Fields

This is used to select the display fields presented in the results table after executing a
document search. You select fields from the “Available” list by double clicking on them.
When you click “Submit”, these preferences are saved and re-used each time you log into
this EFR system. If you do not configure specific preferences, the EFR system will use
default values.

Columbus Vendor Pay E|ectf0nic Document Management

home logout help

Menu Select Document Search Display
Fields

A ETEL] Selected

AlS

— User Preferences

Category

N . Call Nurnber Contract Number
Choose Case Display Fields Far Others Document Type
POI Imvoice Number

Choose Hist Display Fields Modification Murnber

Payrment Date
Feceipt Date
Sequence Nurnber
“oucher Amount

Payment Type
Scan Date

Choose Fax Display Fields

+ Document Search =

+ Case Search

+ Fax Research LSt | [onceT]

+ Administration

Select the desired fields to be displayed on the search results table.

Double click on an item in the 'Available’ list to add it to the 'Selected’ list. Double click
on an item in the 'Selected’ list to remove it and add it back to the "Available’ list.

NQOTE: The fields will be displayed in the order which they appear in the 'Selected’ list.
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30-6.2 Document Search

To search for EDM documents select the Document Search sub menu. This expands the
document search menu to expose one or more “AIS” sub-menu-items for the various
OPLOC’s that are configured on this EFR system. Selecting an “AIS” will expand the
menu to expose one or more search types available on this particular EFR system.
Selecting one of these launches the Document Search page with input options for this
type of search. Note: In the screenshots below, the “Vendor Pay Columbus” EDM
system and the AIS for the Dayton OPLOC are used.

Columbus Vendor Pay Electronic Document Management

home  logout help

Menu

+ User Preferences

- Document Search
+ Columbus

— Dayton

Contract Folder
Contract
Invoice
Receiving Report
Voucher/DCN
Deob. Auth.
Sequence Number
Rejected Documents
EFT Form =

Payment Folder

+ Europe KLPRF

+ Kansas City

+Rome

+ Columbus - BSMF

[l

The “Contract Folder” option will find and display links to all documents related to a
single or series of contracts. If you know the specific Invoice, Receiving Report,
Voucher or other document you are searching for, you can use these search options as
well. Each search option has various entries for Required, Optional and Sort fields.

Columbus Vendor Pay Electronic Document Management

home  logout help

Menu

Required Fields
+ User Preferences kil

Jcontract Rurnbar

s >l|JEnter Criteria

5 can Date-[M/DD/ YY) Greater Than ~1§10/9/2004

— Document Search

+ Columbus

= Dayton

Optional Fields

Contract Contract Mumber -l = lJEnter Criteria None 7]

lirseice Contract Number =1ll= SAJErtor Citoria None v
Receiving Report

VoucherDCN Contract Mumber ~l= fEnter Criteria Mone v

Deob. Auth.
Sequence Number Sort Fields

Rejected Documents oo

Payment Folder

+ Europe KLPRF _Search |

+ Kansas City

+Rome

+ Columbus - BSMF
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30-6.3 Sorting Results

Search requests may be sorted based on the display fields saved in your User Preferences.
Each sort field may be sorted ascending or descending and by the order in which the sort
fields are selected. Removing selected sort criteria is accomplished by double clicking on
the selected field to be removed.

Sort Fields

| T PR | ort order:| cort

In the example above the results are sorted by Contract Number in descending (Desc)
order followed by Document Type sorted in ascending (Asc) order. Note: None, any or
all fields may be used in the sort order but query will take longer to run as additional sort
criteria are added.

30-6.4 Contract Folder Search

When you select a Contract Folder search type, the Document Search User Inputs page is
displayed. Contract Number and Scan Date are required fields for this search followed
by a drop down list for the query operator (is, contains, greater than, etc) and the criteria
for the operation.

Columbus Vendor Pay Electronic Document Management

home logout help

Menu

Required Fields

Begins With - ||[FABBOEOSP

+ User Preferences

— Document Search
S can Date-{M/DDA Y] 1079/2004

+ Columbus

= Dayton
Optional Fields

Contract

Invoice

Receiving Report
Voucher/DCH
Deob. Auth.
Sequence Number Sort Fields

Rejected Documents T
EFT Form 2| X | sort order: |

Payment Folder

+ Eurcpe KLPRF

+ Kansas City
Record max exceeded. Records 1 to 50 displayed.
+ Rome play Merz

Category

+ Columbus - BSMF




Air Force Contracting E-Business Procedures Chapter 30-EDM/EFR
Current as of 22 Jan 2010

Once you have entered the information for your query, click the “Search” button. Results
will be displayed in the lower portion of your screen as a grid. Each grid row is a
hyperlink to an individual document while each column shows the display fields, selected
in your preferences.

Invoice Number|Modification Numbse

(=]

If your search yields more than fifty documents, a “record maximum” message will be
display and only the first fifty document links will be shown in the grid. Additional
documents can be displayed by clicking the “More” button above the grid.

The “Document Type” field is created when a document when it is entered in the
EDM/EFR system and is defined as shown in the table below.

Document Type Description
IN Vendor Invoice
RR Receiving Report
IN_RR Invoice & Receiving Report
VC_AUTO Payment VVoucher
OB_MAN Contract Award
OB_MOD Contract Modification

30-7 VIEWING DOCUMENTS

EDA documents created by contracting, such as award and modification documents, are
not stored within the EDM system. Clicking on this type of document link will display a
message instructing you to use your EDA viewer to view this document.

Most documents are stored in EFR as a Tagged Image Format or TIFF files. EFR uses an
embedded third-party software product to allow you to view these documents via the
web. This software, tiffsurf.exe, must be installed on your workstation to view TIFF
images and is available on the EFR Administration menu and following the Get Image
Display Software link. Contact your local Work Group Manager or Administrator for
assistance in loading this software.
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Clicking on a link will open the document in a new window. In the example below, a
vendor invoice is displayed as a TIFF document.

Electronic Document Management

EDM Indexing VN EENEIE B R = Gl R S T

Information SENT BY: WESTOVER JARB - CHICOPEE, MA;  2512; JAN-24-05  A:14PH; PAOE 2/2 -

Sequence Number . m _
8266676 - .
EAC Operations, Inc. Invoige 091107%
Document Type 0 Sox 801
L Brattiebars vio 05302-0801 12/31/p004
Contract Number
FAGG0605P00D2 Page:| 1
. cer10/20/ :
Date Received
R AIR FORCE RASE
Voucher Humher/DCH ::‘::m. SUPPORT GROUP
100 LLOYD STREET
CHICOPEE WA 00221825
[Read Only] Poyment Terms
customer PO Cumtomer 10 Oum on Receip
DPUAFE
Ticket  wehicle 18 Itemi® Tors . Thae Aot
12/30/2004 WIS AFE OPSBURN -0 1.00 3.0 #125.00

A wae 39 Janas

=l

On the left side of the screen is the index information showing pertinent details of the
document. If your document has multiple pages you can use the arrow buttons at the
bottom of the screen to move forward or backward one page at a time or to the

first/last page. You can also jump to a specific page by using the page number drop
down list below the arrows.

The main window will show the image of the document itself and cannot be altered.
Across the top of the document window is a toolbar containing controls for zooming
in and out, rotating, annotation and other view features. Documents can also be saved
and/or printed using the appropriate toolbar icon and included in your contract file to
support the contract audit trail.

Your document may have annotations or other notes added by DFAS personnel.
Existing annotations can be viewed, new annotations may be added, or all annotations
may be turned off in the Viewer window, but no annotation changes can be saved to
the EDM System. Visible annotations can be hidden by selecting the Hide/Show
annotations option on the toolbar. While in the hidden state, they will not show up on
the image when printed.

10
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The remaining screenshots show examples of a WAWF generated receiving report
notice and a payment voucher located in the EFR Contract folder.

| v

Electronic Document Management

EDM Indexing R la|s|E] k08 QB[4 e 3] |BE]FE o/~ 0 8] ]

Information RightFAX 1/28/2005 3:28 PAGE 1/ RightFax

Sequence Number
8266948
Document Type NELLOMS, SONYA

RR From: cscassi g ogden. disa.mil

Posted At: Monday, January 24, 2005 2:06 PM
Contract Number Conversation: FABGOE0SPOO02\VIQTTEV\RRADD109T 1\
FAG60605P0002 Posted To: DDY-WAWF-INCOMING
Date Received Subject: FAGGOGOSPOODVVQTTEV\RRADD1097 1\

1/24/2005

» Document Type: Recelving Report
Youcher Number/DCH

Contract Issue Date: 2004/10/04

[Read Only] Shipment Number: 0910971 $123.0

shipment Date: 2004/12/06 Registration valid until
Invoice Number:

Invoice Date:

Has been Accepted by Mary Ann Syriac on 2005/01/24.
The document is ready for your actien.

Access the site at https://wawf.eb.mil

Thank you for your prompt attention.

Receiving Report (WAWF)

11
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Electronic Document Management

EDM Indexing R EENERENEEN R NEEEE
Information EFT PAYMENT

Sequence Number STANDARD FORM 1034 PUBLIC VOUCHER FOR PURCHASES AND VOUCHER NO.
]_‘ 1 TFM 4-2000 SERVICES OTHER THAN PERSONAL DR50000385
8467345 1034-121 SCHEDULE NO.

| v

Document Type | e
VC AUTO US DEPARTMENT BUREAU OR DATE VOUCHER PREPARED . BAID BY
ESTABLISHMENT AND LOCATION 12 FEB 05 DENVER

. DEFENSE FINANCE/ACCTG SVC . co
Contract Number AP0 OH 454201472 CONTRACT NUMBER AND DATE.  B0279-8000
EAGEOG05P0002 FAG60605P0002 01/oCcT/04. DSSN: 3801
REQUISITION NUMBER AND DATE . 16 FEB 05
Date Received PAYEE'S NAME AND ADDRESS ...
ECO/SPRINGFIELD, LLC
11/24/2004 188 M STREET INVOICE DT DATE INVOICE RECEIVED
" RT 5 BONDIS ISLAND 31/pEC/04 24/3a8/05
Voucher Number/DCN AGAWAM DISCOUNT TERMS
MA 010012043 NET 30 DAYS

DR30000385
; PAYEE ACCOUNT NUMBER
[Read Only] SHIPPED FROM To WEIGHT RLO1QT7800

GOVERNMENT B/L NUMBER

NUMBER DATE OF ARTICLES UNIT PRICE AMOUNT
AND DATE DELIVERY OR SERVICES QUANTITY COST PER (1)
OF ORDER OR SERVICE

24 WOV 04 PER ATTACHED DETAIL INVOICE 0911075 123.00

FREVIOUS PARTIAL PYMT §: 1
Dov#: DOS0054463 PAID: 041222

TOTAL 123.00
(USE CONTINUATION SHEETS IF NECESSARY) (PAYEE MUST NOT USE SPACE BELOW) oo
DIFFERENCES
PAYMENT: APPROVED FOR: EXCHANGE RATE
= §1.00
t (2)
2
FINAL AMT VER CORR 123.00
PROG TITLE: SIGNATURE OR INITIALS
ADV SYSTEM

~PURSUANT TO AUTHORITY VESTED IN ME, I CERTIFY THAT THIS VOUCHER IS CORRECT .
.AND PROPER FOR PAYMENT. .

e mren e e s . =

Payment Voucher

As you can see, use of EDM/EFR can be a vital tool in accomplishing your contract
administration tasks.
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